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N the two copy books preceding this a few very simple 
~~ subject is taken up specially with the aim of present- 


ing plain, neat, business-like examples of such business 
_ papers, forms of accounts, and letters as everyone may 


| ~-f business forms are introduced ; but in this book the 


have occasion to use in the everyday affairs of life. 
- Examples of forms less common, and not given in. 


body of book, will be found in these instructions, 
RECEIPTS, —A receipt (pages 2 and 3) is a written 


as acknowledgment that money or property has been re- 


_ ceived from the person named in it by the person sign- 
ing it. It is the simplest class of business papers. 

The occasions for receipts are numerous, They may 

be given for money paid on account, in full of account, 
or to discharge a particular debt: they may be for goods 

transferred, or papers or valuables intrusted for safe 
keeping ; but whatever the purpose may be it is impor- 
tant that it be clearly stated in the receipt. 

The amount, in receipts for money, should be expressed 
in figures in one of the left corners, and also in words in 
body of receipt. In case these differ, the latter is taken 
as giving the true amount. And the same rule holds in 
other business papers. ; 

BILLS. —A bill is a written statement of goods sold, 
Services rendered, or both, giving amount and usually 
prices. (See. pages 4and5.) Bills are the most com- 
mon of business papers. 7 

Bills of Purchase generally have the “Bought of ” form 

.(page 4), with name of buyer before that of seller. But 
wach bills sometimes have “So/d fo” instead of “Bought 
of,” and the names of buyer and seller are reversed. 
(See example at top of page.) The form of a bill for 
services having “Zo” and “Dr.” instead of “Bought 
of” (page 5) can be used also for purchases, the word 
ae being repeated before each item charged in the 
i eee 

Kecetpting a Bill,— When a bill is paid the person 
rendering it writes “Paid” or “Received payment” 
below, signing his name beneath. | 

A Statement of Account is a list of the items, both 
debit and credit, of a person’s account. It is also called 
an Account Current, (See example below.) 

CHECKS, —A check is a written order for money, 


drawn on a bank or banking concern, by a person hay- 


(STATEMENT oF Account, oR AccounT CuRRENT.) 
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Reading, Pa., Jan. 2, 1909. 


Oscar J, Ordway 
In Account with ORREN L. SANDERS. 


Dr. 
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Galena, Ill, Oct. 26, 1910. 


| Jsaac Jacques & Son 
SOLD TO— James D, Irving. — 


Dining Chatrs @ $7) 28 | 
Ae oe Tae 25| 

| Hat Rack 20} 
Music Stand 


ing funds, at least sufficient to pay the check, there on 
deposit. (See pages 7 and 14.) : 

A check may be made payable to the person named in 
it only (1); or to his order (2); or to dearer (3). The 
first form is not transferable, being payable only to the 
person it designates, and is hence termed non-negotiable. 
The other two forms are transferable — the #0 order form 
with indorsement and the dearer form without indorse- 
ment. These two forms are termed negotiable, ~ 

Other business papers, as notes and drafts, are likewise 
known as negotiable or non-negotiable according as 
they are or are not transferable, — 

Indorsing a Check, —The indorser places left end of 
check from him, with its face down, and writes the 
indorsement near the top. (See examples, page 8.) If 
he writes his name only (“cndorsement in blank,” p. 8) 
the check can be transferred any number of times there- 
after without further indorsement, being payable to 
whoever becomes its possessor. It is therefore safer to 
use the “zxdorsement in full” (second example, p. 8), 
in which the words “ Pay to order of,” or their equivalent, 
and name of person the check is to be paid to, precede 
signature of indorser, rendering the check untransferable 


and uncollectable without indorsement of rightful owner, 
_If the words “ order of” be omitted from “ full indorse- 


ment” it becomes a “ restrictive indorsement,” making the 
check payable to the person designated only. . 

In case an indorser of a note or check wishes to be 
relieved from the liability attaching to him ‘as an in- 
dorser, he writes the words, “without recourse,” above 
his signature. ees 

A Certified Check is one having the words “Good” or 
“Certified,” or their equivalent, written or stamped 
across the face and signed by a bank officer; showing 
that the bank holds funds of drawer of check sufficient to 
pay it. (See example below.) 
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Receipt for Payment in full of Account 
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Receipt for Payment of Rent 


sk a, 
wget 
NreeeMa nasa cdicnrAeareaeeeancectaa bette re lene stereean teen hetinupreensCeereensDereeeerres ans meces Ou apansn Smee esPemeer ewan tere ess ruertee ceeeeer eveneeee teeven 


Bill of Purchases 
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Indorsement in Blank 
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Note payable in Bank 
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Business Letter—Order for Goods 
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Business Letter—Reply to preceding 
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Bill of Goods 
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Boughtof FERRIS & FRAZEE, Grocers. | 
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Business Letter—Application for Situation 
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Note inviting to dinner—formal 
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pay a certain sum of money at a specified time or on 

demand, to the person named in the note, to his order, 

or to bearer. (See examples on pages 9, 10, and 11.) 
Notes, like checks, may be negotiable or non-negotiable. 
Non-negotiable Notes do not contain the words “Zo 


order” or “ to bearer,” nor their equivalents, and are not 


transferable, being payable only to the pérson named in 
them, - ' | 


Negotiable Notes contain the words “zo order” or 
“to bearer” or their equivalents, and are transferable, 


by indorsement if payable to order and without indorse- | 


ment if payable to bearer. o 3 
The Indorsement of a note is similar to that of a check 
(page 8). If indorsed “7 blank” (see first form, page 8), 


the note may be transferred any number of times with-~ 


out further indorsement, and is payable when due to 
whoever happens to be its rightful holder. If indorsed 
“in full,” like second example (page 8), it is payable only 
to the person named in such indorsement or to his order; 
that is, to whom he may by further indorsement direct. 

Lndividual and Joint Notes; etc.— A note made by one 
person is tering an individual note: if made by two or 
more persons who joznztly promise to pay, it is called a 
joint note: if made by two or more persons who jointly 
and severally promise to pay, it is known as a joint and 
several note. . 

Lime and Demand Notes. — Notes are usually made 
payable at a given time specified in them, and are hence 
called ¢ime notes. But with persons not in commercial 
pursuits a form sometimes used is the demand note (page 


10); which is payable whenever the holder asks for the 


money. i 
INTEREST. — If interest is desired upon a note, the 
words wth interest should be inserted. Without such 
provision: a time note does not bear interest till after 
maturity, nor a demand note till after request for pay- 
ment. Sometimes the amount of the note is made to in- 
clude the interest, rendering mention of it in note not 
necessary. Thus, a note for $202.00 for two months 


without interest is equivalent to a note for $200.00 for. 


that time with interest at six per cent. 

‘Value received. — These words are not absolutely re- 
quired to render a note legal, but are regarded as desir- 
able for the holder, as an acknowledgment by the maker 


‘ that he has received a due consideration, 


Days of Grace.—A note is nominally due at the time 
named in it. But in some States three additional days 
for payment are allowed, termed days of grace. If the 
last day of grace happens to be Sunday or a legal holi- 
day, the time limit for payment is in some States the last 


-business day in the days of grace, and in other States the 


first business day thereafter, . . 

DUE BILLS,.—A due bill is a written acknowledg- 
ment and evidence of a debt (page 1). Though usually 
it does not promise to pay the debt, yet it implies such 
promise. ; a . 

The old business form called an 7. O. U, is equivalent 
to a due bill, and both forms, if expressing a promise to 
pay, are in effect promissory notes, 

DRAFTS, — A draft is a written order on a person, 
bank, or banking concern to pay to the person named in 
the draft, to his order, or to bearer, a specified sum of 
money. (See pages 12 and 13.) © é 


NOTES. —.4 Promissory Note is a written promise to” 


Drafts, like checks and notes, may be megotiable or 


non-negotiable. In respect to time of payment they are 
known as sight drafts and time drafts. 

Sight Drafts are payable on presentation for that pur- 
pose (page 12). 

Time Drafts are payable after the lapse of the time - 
specified, and have two forms. One form reckons the | 
time of payment from date of draft (see page 13), and 
the other from the date of its presentation for accept- 


‘ance, 


(AccEPTED Drart.) 


OO. Dee.is,.19 0F 
= ace Pay to the 


Dollars, 
oe oud of : 


3 a Haul Pathe « 


. 


~ oe 
4o 


e 


Accepting a Draft. — A time draft should be presented 
to the party on which it is drawn for acceptance. If he | 
will Zonor it —that is, pay it—he writes across its face 


the word “Accepted,” with date, and signs his name. 


(See example above.) The draft then becomes, in 
effect, a note, payable at maturity. 


(ForEIiGn Brit oF ExcuancE.) 


Lxchange for 
£400 


Baltimore, Md. Nov. 4, 1909. 


Ten days after sight of this First of 
Exchange (second and third unpaid), pay to the 
| order of Harry Howe, Four Hundred Pounds 
Sterling, value received, and charge to account of 
To Cook & Cone, Wade & Ward. 
London, fica 
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Foreign Drafts are those drawn on parties in foreign 
lands. They are also called foreign bills of exchange 
(see example above), while those drawn on parties in 
one’s Own country are sometimes termed domestic or 
inland bills of exchange. (Pages 12 and 13.) 

ORDERS. — An order is similar in import to a draft ; 
but unlike a draft may be made payable in goods, or 
request delivery of goods. (See example below.) | 


~(ORDER.) 


Danville, N.Y., Dec. 8, 2908. 
Messrs. Quinn & Co. as eee 
Please deliver to bearer — Philo Pickett — goods 


to amount of fifty Dollars, and chargé to me. 
| M. Z. Quincy. 
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